Elected Member Allowances and Expenses Policy

Introduction

1. This Policy covers the entitement to allowances, the claiming of expenses and the
resources that will be available to Elected Members during their term in office, while
acting in their official capacity as Elected Members. This Policy follows the
Determination Order, as set by the Remuneration Authority.

2. The Remuneration Authority is responsible for setting the allowances and contribution
of expense entitlements. The payment of any or all allowances is at the discretion of
the Council.

3.  Thefundamental principles underlying this Policy, given that they involve the spending
of public money, are that any allowances and expenses should be:

. subject to the standards of probity and financial prudence that are to be
expected of a public entity; and

. able to withstand public scrutiny.

Definitions
4.  For the purpose of this Policy:

“Council Business” means any activity or business conducted as part of the official
role of an Elected Member, and can include:

. Attendance at Council, Committee or Community Board meetings or
workshops

. Attendance at Waikato Regional Council meetings or any joint committee

. Meetings with external organisations, including other territorial authorities,
relating to the business of Waipa District Council.

. Formal representation on behalf of Council and/or a Community Board
. Scheduled meetings for external appointments made by Council

. Meetings with staff, other Elected Members, community groups or members of
the public where related to the business of Council or the Community Board, or

. Site visits

. Constituency meetings relating to the business of Waipa District Council
Council Business does not include:

. Events where the primary focus is social activity

. Event attendance in a non-representative capacity

. Travel not related to the business of the Waipa District Council, and

. Personal travel interspersed with Council Business.

“Determination Order’ means the relevant Local Government Members
Determination made by the Remuneration Authority from time to time.
1

Document Set ID: 11616977
Version: 32, Version Date: 19/03/2026



“Elected Member’” means those individuals declared to be elected to the Council,
including as a member of the Community Board, Councillor or Mayor.

“ICT” has the same meaning as set out in the applicable Determination Order.

“Professional Development Course” means a conference, seminar, online
webinar or other training to develop individual Elected Members’ knowledge and
skills for their role as an Elected Member.

“Remuneration Authority” means the independent body established by the
Remuneration Authority Act 1977, with responsibilities under the Local
Government Act 2002 to determine remuneration and expense/allowance rules for
local authority members.

Implementation

5.

10.

All allowance and expense claims must be submitted on the relevant claim form and,
where appropriate, accompanied by full receipts. Original itemised receipts are
required for expenses, except where the expenditure is under $50 and receipts are not
available and the claim relates to an item such as parking where itemised verification is
not required. An example of an expense claim requiring verification of items is food and
beverages, where expense on beverages must be checked. Proof of payment is
required for all claims.

If possible, claims should be:
. submitted within 60 days of the expenditure occurring and
. be made within the financial year in which it occurs and is budgeted for.

Expense or allowance claims by the Mayor are approved by the Chair of the Risk and
Assurance Committee. In the absence of the Chair of the Risk and Assurance
Committee these claims may be approved by the Deputy Chair of the Risk and Assurance
Committee and one other committee member.

Expense or allowance claims by the Deputy Mayor and Councillors are approved by
the Council’'s Chief Financial Officer. In the absence of the Council’s Chief Financial
Officer, claims by the Deputy Mayor and Councillors are approved by the Chief
Executive or the Deputy Chief Executive.

Expense or allowance claims by Community Board Members are approved by the
Council’'s Chief Financial Officer.

All monetary sums quoted in this Policy are GST exclusive.

Communications and technology

1.

12.

The Deputy Mayor, Councillors and Community Board members are entitled to be
provided with a device (equivalent to a personal computer, tablet, laptop) to use for
Council Business during their term in office.

The Mayor is entitled to be provided with a:
. Mobile phone, including all monthly internet and call charges, and

. A personal computer and a tablet device to reflect the full-time nature of the role.
The tablet device will include a Council paid sim card for the tablet device and
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13.

14.

15.

16.

17.

all reasonable data costs for this sim card will be met by Council.

Where any Elected Member does not take up the option of using a Council device, they
may be entitled to receive an annual allowance of $400 for use of their own personal
compulter, tablet or laptop for Council Business.

Council provision of a device or payment of the annual allowance for a device is
subject to the Elected Member waiving his or her rights to paper copies of Council,
Committee and Community Board agendas and associated papers.

Any Council-provided device will remain in Council ownership and must be
returned at the conclusion of the Elected Member’s term of office.

The Mayor, Deputy Mayor and Councillors are also entitled to the following annual
allowances:

. Printer (with or without a scanner) $50.00

. Mobile phone $200.00
. ICT consumables $200.00
. Internet Connection $800.00
. Mobile phone services $500.00

If Council provides the Mayor with a Mobile phone and/or Mobile phone services,
they are unable to claim the above Mobile Phone annual allowance.

Travel and Professional Development Approvals

18.

19.

20.

21.

There are considerable responsibilities arising from the roles of Elected Members
and there is a clear need to be able to provide professional development to support
these important roles.

The prior approval of the Mayor and the Council’s Chief Financial Officer is
required for a Councillor’s:

. attendance on any Professional Development Course

. air travel or overnight travel for Council Business

. membership fees for any professional body relating to Council Business
that is to be paid for by Council.

The prior approval of the relevant Community Board is required for a Community
Board members:

. attendance on any Professional Development Course;
. air travel or overnight travel for Council Business

that is to be paid by the Community Board. Exceptions to this are when a board
member is to be the Council’s representative at a conference or event; in such
cases the approval of the Council is required. No Community Board member may
attend a Professional Development Course outside of New Zealand.

The prior approval of the Chair of the Risk and Assurance Committee and Council’s
Chief Financial Officer is required for the Mayor’s:

. attendance on any Professional Development Course
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air travel or overnight travel for Council Business

membership fees for any professional body

that is to be paid for by Council.

22. Notwithstanding clauses 19-21 of this Policy:

Travel

Where a Professional Development Course is provided for the Mayor and all
Councillors collectively, prior approval from the Mayor and Council’s Chief
Financial Officer is only required.

Where a Professional Development Course is provided for all members of a
Community Board collectively, prior approval by the relevant Community
Board Chair and Council’s Chief Financial Officer is only required.

Where any Professional Development Course is provided to Councillors or
the Mayor within the first two months of a triennial election, the prior approval
of the Chief Executive is only required.

Where any Professional Development Course is provided to any Community
Board member for the purpose of induction following a triennial or by-election,
the prior approval of the Chief Executive is only required.

The prior approval of the Council is required for any international travel,
where costs or partial costs are paid for by Council or Community Board
funds.

No prior approval is required for the Mayor to attend the Local Government
New Zealand Conference, Zone 2 meetings or Rural and Provincial Council
meetings.

No prior approval is required for the Mayor's membership of the Institute of
Directors and the costs for such membership will be met by Council.

and Professional Development and Professional Development

Expenses

23. All Elected Members are entitled to payment of actual and reasonable expenses

for:

attendance at Professional Development Courses approved by or under this
Policy, including registration fees and reasonable travel, accommodation,
meal and related incidental expenses (including travel insurance and
parking);

travel costs for Council Business,

whether held within New Zealand or overseas, subject to:

a)
b)
c)

the limits and approvals set out in this Policy
related expenditure being accommodated within existing budgets, and
the appropriate approvals as outlined specifically in this Policy,

and excluding reimbursement for purchases from hotel mini-bars and charges for
non-Council Business related incidentals.

24. When Elected Members are travelling on Council Business or to attend a
Professional Development Course the following criteria will apply to expenses:
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a) Council will pay for only one beverage (alcoholic or non-alcoholic) with an
evening meal, e.g. one glass of wine or non-alcoholic beverage, one can or
one small bottle of beer and/or one hot drink with any meal. Any other
beverages, including casual drinks before or after the evening meal or
alcoholic beverages for non-evening meals, are to be paid for by the Elected
Member.

b)  Where travelling for a day eg from 7am to 7pm Council will reimburse meal
costs for the day.

c) Council will not reimburse meals where a meal has been provided as part of
a meeting, conference, Professional Development Course or event attended.

Process for Recovering Travel and Professional Development Expenses

25.

26.

27.

28.

29.

30.

31.

All travel and accommodation bookings for Elected Members are to be made
through the Governance Team, or the Mayor’s Office in the case of the Mayor, with
the Council's preferred travel agents, at the most economic cost available (when
possible) at the time of booking, unless all travel costs are being met privately or
by an outside party.

To the extent practicable, accommodation is to be booked well ahead of the actual
travel date, so the expenditure is the most cost-effective possible. This must take
into account the location of the accommodation relative to the event, the standard
of the accommodation (which should be modest) and security issues. The use of
"5 Star" or "luxury" accommodation requires the express approval of the Chief
Executive or Council’s Chief Financial Officer prior to the booking being confirmed.

Payment of $50 per night is allowed when staying in private accommodation
provided by friends/relatives, to cover accommodation, breakfast and dinner. It is
intended that at least a portion of this allowance is paid to the accommodation
provider.

As a general principle, the travel cost of accompanying spouses, partners or other
family members are a personal expense and will not be reimbursed by Council. In
those rare instances where the involvement of a spouse directly contributes to a
clear business purpose and pre-approval has been obtained, then Council may
contribute to all or part of the additional costs. In the case of the Mayor, pre-
approval is required from the Chair of the Risk and Assurance Committee, in the
case of Councillors or Community Board members, pre-approval is required from
the Mayor.

Council can arrange bookings for family members of an Elected Member if they
are travelling together provided that the Elected Member agrees to pay for all costs
associated with the booking of the family member prior to the booking being made.

Elected Members can have a stop-over or undertake private travel before, during
or at the end of travel paid for by the Council provided there is no additional cost
to the Council. They can also vary their route for private travel at their own
expense. The Elected Member must agree to pay the cost of any private travel
before travel is undertaken.

All approvals for travel must consider the impact on Climate Change, including whether
there are any mitigations possible to reduce the impact such as the use of remote
conferencing technology or a reduction in the number of Elected Member participants.
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32. If an Elected Member enrolls for a Professional Development Course and then does
not attend, without a valid reason for non-attendance, Council reserves the right to
recover costs.

Mayoral Vehicle

33. Except for the Mayor, vehicles will not be provided for Elected Members’ private
use.

34. The Mayor will be offered a vehicle and fuel card. If accepted, the provisions for
use and salary deductions as set out in the relevant Determination Order will apply.
The Mayor will not be able to claim for vehicle mileage if a vehicle is provided.

Mileage Allowance

35. An Elected Member is eligible for the vehicle mileage allowance if they are
travelling in a private vehicle to attend Council Business or an approved
Professional Development Course and use the most direct route reasonable in the
circumstances.

36. Vehicle mileage will be paid at the maximum rate per kilometre as set out in the
current Determination Order.

37. Any restrictions on when vehicle mileage can be paid is set out in the
Determination Order.

Public transport, taxis and other transport

38. All Elected Members are entitled to reimbursement of costs incurred using public
transport, when the travel relates to attending Council Business or is for an
approved Professional Development Course.

39. All Elected Members are entitled to the reimbursement of taxi fares, or other
approved commercial ride share fares, when attending Council Business or for an
approved Professional Development Course, instead of utilising a private vehicle
or public transport when:

. There are reasonable safety or security reasons, such as returning home from late
Council Business or an approved Professional Development Course, or

. Travelling outside the Waipa District Council area, if a taxi or commercial ride
share is the most appropriate form of transport.

40. Taxis or rideshare are not to be used if significant travel distances mean that use
of a taxi or rideshare is not the most cost effective option. Rental cars booked by
the Governance Team should be considered as an option in such circumstances.

41. Taxi charge vouchers should be used for planned travel within New Zealand.
These should be organised as part of travel booking with the Governance Team.
Costs paid for directly by the individual for unanticipated travel within New Zealand
or for international travel will be reimbursed on presentation of actual receipts.

Use of rental cars
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42.

43.

44.

All Elected Members may occasionally be provided with rental cars when attending
Council Business or an approved Professional Development Course in other
centres, where this is the most cost-effective travel option.

Private use of a rental car is only permitted in exceptional circumstances and
requires the express pre-approval of the Council’s Chief Financial Officer. All
additional costs as a result of private use are the responsibility of the Elected
Member.

Council requires that the most economical type and size of rental car be used,
consistent with the requirements of the trip. Any fine (parking or traffic offences)
incurred while using a rental vehicle are the responsibility of the driver.

Air travel

45.

46.

47.

48.

49.

50.

51.

Elected Members may use domestic air services when the travel has been
approved for Council Business or is for an approved Professional Development
Course, where travel by air is the most cost-effective option. All air travel must be
booked through the Governance Team, or the Mayor’s Office in the case of the
Mayor, who will organise bookings with the Council Fleet & Travel Coordinator.

To the extent practical, air travel is to be booked well ahead of the actual travel
date, so that the expenditure is as cost-effective as possible.

Where possible, flight bookings for the Mayor and Deputy Mayor will be booked
on the basis to enable same-day change of flight or cancellation and refund (known
as ‘flexirefund’ fares). All other Elected Member travel will be either seat or seat &
bag fares only, unless the Chief Financial Officer agrees there is a business
purpose to warrant a flexible or ‘flexirefund’ fare.

Council will cover the cost of pre-seating the Mayor or Deputy Mayor in preferred
seats on flights, enabling them to work alongside other Elected Members or
Council staff travelling. All other Elected Members will not have pre-seating paid
for unless the Chief Financial Officer agrees there is a business purpose to warrant
payment of pre-seating.

Elected Members required to travel on international air services are entitled to
economy class when all or part of the fares are being met by Council. Exceptions
require the approval of Council where business class air travel is desirable for
health or other compelling reasons. All international travel requires Council
approval.

Due to the practical difficulties in recording, monitoring and utilising airpoints
accumulated while on Council Business or an approved Professional Development
Course, these airpoints may be utilised for personal use, provided there is no
financial cost to Council.

Recognising the likely frequent travel requirements, Council will pay for Air New
Zealand Koru Club subscriptions for the Mayor and Deputy Mayor.

Travel Insurance

52.

Council will arrange for travel insurance for Elected Members in relation to
approved international travel only; no insurance coverage is provided for domestic

7

Document Set ID: 11616977
Version: 32, Version Date: 19/03/2026



travel.

53. Elected Members must comply with all insurance requirements and promptly notify
the Governance Team of any incident that may require a claim.

54. Any personal travel undertaken alongside Council-funded international travel may
not be covered. Elected Members are responsible for covering the cost of personal
travel if they wish it to be insured.

Childcare allowance

55. From the day of the official result of a general or by-election is declared, Elected
Members may be entitled to a childcare allowance of up to $7,500 per child per
financial year to contribute towards expenses incurred by the Elected Member for
childcare provided while they are engaged on Council Business or an approved
Professional Development Course.

56. An Elected Member is eligible to be paid a childcare allowance only if:

. The Elected Member is a parent or guardian of the child, or is a person who
usually has responsibility for the day-to-day care of the child (other than on a
temporary basis); and

. the child is aged under 14 years of age; and
. the childcare is provided by a person who:
. is not a family member of the Elected Member; and
. does not ordinarily reside with the Elected Member; and

. the Elected Member provides satisfactory evidence of the amount paid for
childcare.

57. A family member of an Elected Member is a parent of the child, or a spouse, civil
union partner, or de facto partner.

Home Security Allowance

58. The Council may reimburse Elected Members for the installation and ongoing
costs of a home security system, subject to the relevant conditions of the
Determination Order, and conditions set in this Policy.

59. This home security reimbursement applies to all Elected Members of Council.
60. Reimbursement is subject to the following conditions:

a) A security threat and risk assessment must be authorised by the Mayor,
based on a written request from the Elected Member, that outlines the issues
and potential or actual risk/threats and evidence of such occurrences (i.e.
public actions resulting in Police call-outs, trespass notices served, repeated
threats).

b) This assessment must be conducted by a person approved by the Mayor.

c) The Mayor must agree with the findings of this assessment and approve any
reimbursement.

d) In the case of a reimbursement for the Mayor, the Chief Executive can
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61.

62.

63.

64.

65.

provide any approvals or authorisations.

Subject to the above conditions and the Determination Order conditions, the
Council may reimburse:

a) Upto $4,500 for the installation of a security system at the Elected Member’s
primary residence.

b) Up to $1,000 per annum for monitoring, call-outs, and repairs.
Additional expenses for supplementary security measures may be reimbursed if:
a) The security threat and risk assessment recommends such measures; and

b) The Council applies to the Remuneration Authority and receives approval for
reimbursement of these additional expenses.

Elected Members who have previously claimed this allowance should satisfy the
approver that their primary place of residence has changed, or that the system
previously claimed is out of date and recommended to be replaced by a suitably
qualified person. This must be documented with evidence to the approver's
satisfaction.

If the Elected Member’s position becomes vacant, or the Elected Member is not
re-elected, they are not required to repay to the Council the home security
reimbursement that has been paid to them.

The Governance Manager will coordinate requests and assessments and maintain
records of approvals and reimbursements. All reimbursements must be supported
by appropriate documentation and receipts.

Gifts

66.

67.

68.

69.

70.

71.

72.

A gift is usually given as a token of recognition of something provided by the
recipient.

The principles of a justified business purpose, moderate and conservative
expenditure, and acting with integrity and preserving impartiality are particularly
relevant to the purchase of gifts.

The giving of gifts by Elected Members relating to Council Business (not in a
personal capacity) requires the express prior approval of the Chief Executive or
the Council’'s Chief Financial Officer or Council resolution or resolution of the
Cambridge Community Board where the gift relates to sister cities. Any gift must
be under the value of $1,000

The receiving of a gift is not strictly expenditure however it nevertheless is a
sensitive issue. This Policy aims to ensure that Elected Member’s impartiality or
integrity cannot be called into question as a result of receiving gifts.

Elected Members are permitted to accept gifts if they are infrequent and
inexpensive and are openly distributed by suppliers and clients (e.g. pens, badges,
calendars etc.). Gifts can also include things such as tickets and events, lunches,
or other forms of hospitality.

“Infrequent” is defined as no more than three times in any 12-month period from
the same supplier and “inexpensive” as having a monetary value of less than $50.

The Elected Member must ensure that all gifts with a value of greater than $50 are
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73.

74.

recorded in the Gifts Register. The Gifts Register will be reviewed by the Chief
Executive or Council’s Chief Financial Officer on a quarterly basis.

Gifts that are received on behalf of Council, e.g. exchanges with Sister Cities etc
must be handed to the Chief Executive or the Chief Executive’s Assistant.

Flowers can be provided in the event of death of an Elected Member, an immediate
family member, birth of a baby of the elected member or if the Elected Member is
in hospital. The maximum spend is $100 or $80 on flowers only. Any such
expenditure on flowers must be authorised by the Mayor or Chief Executive.

Entertainment and Hospitality

75.

76.

77.

78.

79.

80.

Entertainment and hospitality can cover a range of items from tea, coffee and
biscuits to catering, such as meals and alcohol. It also includes non-catering
related items, such as Council funded entry to sporting or cultural events. It can
include reimbursement of costs incurred while hosting official visitors to the council,
or while travelling on Council Business.

Expenditure on entertainment and hospitality is sensitive because of the range of
purposes it can serve the opportunities for private benefit and the wide range of
opinions on what is considered appropriate.

A number of business purposes of entertainment and hospitality have been
identified.

. Building relationships.
. Representing the organisation.

. Reciprocity of hospitality where this has a clear business purpose and is
within normal bounds — acceptance of hospitality is expected to be consistent
with the principles and guidance for provision of hospitality.

Where possible, any expenditure on entertainment and hospitality by an Elected
Member for Council Business must be pre-approved by the Council’s Chief
Financial Officer or Chief Executive. Such expenditure must have a defined
purpose and should not be a frequent occurrence. Where this expenditure occurs,
any claim must include a valid tax invoice, provide the meeting purpose and
outcomes, and note the names of all attendees. The request and its approval must
be documented.

The principles of a justified business purpose and moderate and conservative
expenditure should be applied in all circumstances.

It is expected, where possible, that the arrangements for entertainment and
hospitality are pre-arranged through the Governance Team.

Mayor and Councillor Functions

81.

The Mayor is permitted to organise:

. one Mayor and Councillor function per year

. a function to acknowledge the end of each triennium and

. a function as part of the induction at the start of each triennium,
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to be paid for by Council funds.
82. The purpose of these functions is to provide:

. A forum for building relationships amongst and between the Mayor and
Councillors and Executive staff, and

. An opportunity to give recognition to the supporting role that
spouses/partners give to the Mayor and Councillors and Executive staff.

83. Attendance is generally limited to the Mayor and Councillors and Executive staff,
accompanied by spouses / partners. There is a budgetary limit for food and
beverage costs of $80 per head for these functions. The approval of the
Independent Chair of the Risk and Assurance Committee is required for the spend
on any of these Mayor and Councillor functions.

Civic receptions/functions and official delegations/hosting official visitors

84. Relevant staff will make the arrangements in accordance with this Policy on behalf
of Elected Members for civic receptions/functions and official delegations.

85. Serving alcohol may be permissible at some of these events. The expenditure on
alcohol must be approved by the Council’s Chief Financial Officer, after they are
satisfied that:

. the costs relating to alcohol are moderate and conservative

. the ratio of alcohol to food is sensible

. the event meets the requirements of the Sale and Supply of Alcohol Act 2012
. the purpose of serving refreshments at the event is to extend hospitality.

86. Alcohol will be supplied at such functions and events in accordance with the
provisions of the Sale and Supply of Alcohol Act 2012.

87. Elected Members may occasionally host official visitors. An example of this is in
the case of sister cities delegations. If an Elected Member is required to host a
guest at a dinner or purchase a gift in recognition of an event, this expenditure can
be claimed back and reimbursed provided prior approval has been obtained from
the Council’s Chief Financial Officer.

General community related expenses

88. From time to time the Mayor, Councillors and Community Board Chairs may have
unforeseen costs arise for items relating to community events, e.g. payment of
koha, or purchasing a wreath for attendance at a commemorative event.

89. Where possible, reimbursement of such expenditure should be preapproved by
the Council’s Chief Financial Officer. The items should be appropriate to the
occasion and expenditure should be moderate and conservative.

90. Reimbursement will require supporting documentation for the expense.

Policy review

91. This Policy will be reviewed each triennium, and the Council may direct a review
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of this Policy at any time.

Policy adopted by the Finance and Corporate Committee on 25 March 2026

Document Set ID: 11616977
Version: 32, Version Date: 19/03/2026



